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ABSTRACT 

The Teachers for Secondary Schools Program (TSSP) is 
a one-year, intensive program for the preparation and certification 
of secondary school teachers. The program is inquiry-oriented, 
utilizing clinical training schools for program planning and delivery 
continuously during the year. Preservice interns from the University 
of Southern M^me are placed at one of five clinical training schools 
for a block o: time. This handbook outlines TSSP polici^c and 
activities and describes pre-internship activities, coursework for 
interns and cooperating teachers, mtern assignments and classroom 
activities, and intern evaluation, as well as the role, activities, 
and duties of the site coordinator, the university supervisor, and 
the school p-mcipal. Six TSSP special projects are briefly outlined: 
an electronic bulletin board linking the clinical training ichools 
and the university, alliance with the College of Arts and Sciences, 
school improvement and restructuring, peer coaching, action research, 
and beginning teacher induction. Appendices include three observation 
forms for use by cooperating te^-.chers, an mtern evaluation form, and 
a reporting form used by interns to provide weekly reports to 
university supervisors. (lAH) 



Reproductions supplied by EDRS are the best that can be made 
* from the original document. 
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TSSP HANDBOOK 



Introduction 



Thelbachers for Secondary Schools Ptogram is aone- 
year, intensive program fior tte piq»xation and ceili£^^ 
of individuals commitiipd to tei»iiing in seccmdaiy schools (7 
' 12). The paxjgram is imiuiiy-orifinted. utiUzing clinical 
training scfaoois for paoguim planning and delivery 
continuously during the yeac All stakehokters interns, 
principals, site cocsxlinattns, cooperating teachers, 
university supervi»]rs and instructors) abould x«ul all 
sections of the handbook id fully undostand ^ total 
program and to be prepared for the le^xMisibilities each 
role. The pcHicies aiul activiti^ berdn are a firamewoik fcH* 
operation, descriptive more than prescriptive. These is still 
nx>m fOT creativity ami fkxibility in all areas. I:isalso 
intended to be a practical and acoessibte resource; therefore, 
you are encouraged to make marginal notes, especially in 
sections that are related to your role. 

This is the first edition of this handbook; suggestions on 
the part of all who use this document are encouraged. 
Please send your comments directly to the TSSP Directot 

India L. Broyles 

Departnient of Professional Education 

College of Education 

220 Bailey Hall 

University of Southern Maine 

Goriiam, Me 04038 

207/780-5375 
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Orientation 



Outward Bound TheTSSPtogrambegiMwithanOutwanlBouiKJcxper^^ 

goals: 1) to intioduce mtems, academic insmK:tC)r5, and site 
2) to reflect individually about our personal alslities related to change, risk 
taking, and cooperation; 3) to challenge ourselves i^ysically, raiotionally, 
and mentally, 4) to leant to cooperate with and trust in our cx^eagues; and 
5) to see the value of learning through experience. A three da^ event in the 
out of doors sets up physical challenges, problem-solving activities, and 
team tniilding experiences. 

University 'I\vo to three additional days are spent at the University getting acquainted 

with our dedicated classroom, the university facilities, and preparing for the 
September Experience. During this time, students fcmnally register, secure 
parking stickers, and receive a tour of the libnuy. Interns interview each 
other in pairs ami construct biographies which will be distiibuted to the 
schools m advance of the placen^t Each instructs ^ an academic course 
makes a presentation to tl»s group explaining die course and its syllabus and 
giving assiraments (one reading and one clinical activity) to be completed 
during die September Experience. The TSSP Directoi prepares the interns 
for additional assignments that are specifically related to understanding how 
school starts. Then site coordinators meet with the small groups of interns 
who will be assigned to their school for the first two weeks. 



School Observations 

September A group of six interns from various disciplines wiU be assigned to one 
Experi e nee school for two weeks. This allows intems to sec how school starts, 

including administratis 'e (nientaticm, teacher insovice workshops, 
classroom preparation, and freshman OTientation. The site coordinator at 
each school is largely responsible for the initial orientation to her school (see 
Site Coordinator section of this handbook). 

One main focus is the observation of classrooms. Some classroom priorities 
for TSSP intWTis to look for and refl«;t upon include: 

•teacher set-up of a classroom 
•teacher setting expectations 
•teacher procedures aiKJ routines 
•classroom climate and peiwnal relations 

These functions of a classroom obviously take some time to establish. To 
thoroughly observe them, TSSP intems are to spend large blocks of time 
and observe consecutive days with this same teacher. By being with one or 
two teachers for an extended period of time, the intern will see the process 
of setting up a classroom and establishing routines. The last couple of days 
can be spent observing other classrooms and watching potential coopa-ating 
teachers. 
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It is i^I^)ortant to absorb as much as possiUe during the classroom 
observati(»is. Evto tboush watching the teacher for style and technique is 
vital for nltimately ^ooang a coopqating teacher, ttoe classroom 
obsenrticMis givs the TSSP interns an id^ cqmoitunity to observe stiKlents 
inaction. Oi^e die intem^p begins, it is n&ioi mcac difficult to find 
uninteinq)ted time to sinqdy obsove pupils. 

Assignments Academic course instnictors, the Ptogram Director and the Site Cbodinator 

will have other ^xcial assignments wpx^jdaie fcH" diese s 
observaiicHis. These assignmous will be given during die orientation at the 
University in August and will jsovide bom an oppo rtun ity to study the inner 
workings (tf a scfabd system and clinical e;q)eiieiKXS for die intern to draw 
from dudng class discus^cms of academic c(»nses. 

Ehning the Septraiber ETmerkiK^e, d» Site Coordinate will have the list of 
pot»ital cooperating teacners available to ttegiDiq) of interns. After 
getting to know the teachers, the interns conduct individual interviews tt> 
team more about the teacher's background, course schedule, beliefs about 
learners and learning, etc This infonnatiai along with direct quotes will be 
used by the intern to write a teacher's t»ogr^>fay tnat will be given to other 
interns in advance (tf their sdiool visitadon in week diree. 

Personal The intenis' daily scl%dulestx>uldoQincklewidi regular teadier schedules. 

Conduct This means anive eariy and stay late. Always be (»i time for dass 

obseavatkxis aikl do not leave ibc room until d» perkxi is over as leaving 
during die period is dismpting fcH* both stwknts and teiu:hei; Always keep 
in mind, as a visits in a clasaoom, diat all &chod rules and policies should 
be adhered to. lliose policies will be addressed by the Site uoordinatar at 
each school During iil clinical work in the sdiools, apprcyriate drrss is 
required Site Cocsdinators will (Ascribe thdr respective schod standards 
although nK>st do n(M have formal dress codes, ^^^n in douH, check with 
the Director or Site Coordinator. Better yet, when in doubt, dress a little 
nicer! This is an imponant time to establish yourself as a professional in all 
areas. 

Week Three During the first two week school assignment, interns and site cooniinator 

will plan to host the entire group for (Hie day during week three. Thi; event 
should include a presentation by die administration, a tour of the facility, 
and a special tinx to get to know die faculty who are interested in working 
with interns. If the group is large, it may be broken down by 
disdpIine/departmenL Bodi tcacl^ and interns will have been given 
biographies of each group in advance. Hiis is an q7portunity for teachers to 
interview interns. 

School Visits After the intensive September experience, interns return to visit three 

teachers for one full d&y each. Tlie assignments are made by thr 
coordinators and the Director, using the prefmences expressed by both 
teachers and interns. During this one-day assignment, each intern may be 
asked to teach a short lesson in one or more of die classes to allow the 
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teacher ID see the intern in action. The lesson may relate to some special 
area of interest ftom the imero 's background, focus on genmc thinking 
skills or be dixecdy related to die discipline. 

In late October, the group ctf interns make three full day visits to 
representative schools: an elementary schocd, a middle sctxx>l« and an 
altemative high school These visits sbcHiId broaden tl^ir vision 
schooling. 

Wto final school placemrats are mf<df, the intents will return to their 
scIkoI each Wednesday in November to ositinue the ccHuiecticm with the 
teacherA and students. 



TSSP Internship 



The TSSP internship is a concentrated Mock of tinK that allows ^ interns to team ami practice 
in a school setting. The primary assignmoit is to the school, then to a department Interns work 
widi cooperating teadiers in a oiUegial situati(», alduMigh it is much mcac dian an approitioeship 
with an expert teacher. It is an impcmampn^es^oflali^uise in which both intern and teacher can 
conduct inquiry regarding teaching and learning. The policies and re^nsibilities described below 
are meant to gukte the intern and ^ve some parameters to the intemship. As always, good 
commtxi sense is vital in ctedsicm making white oac is (Hit in the »±ocAs. Above aU, mtems 
should remember that they are visitors in the schods and should act aoccading^y to insure the 
future the Ibachers for Secomiary Schools Program. The best advice camss from a farmer 
intern. *'Be a food listener!! Ask lots of questions!!" 



Cooperating During the exten(ted school experience, interns have the qjpostunity to 
Taachor interview and observe the Coqioiating Dsachers in their assigned school. 

Tbadios will also get to know interns through dieir initial biognqdiies and 
through discussions of curriculum and instructional decisions, "n^hers 
will give their prefeience list to their site cooidinatKv; interns wiU give th^ 
preflo^ioe List to die University Dirrctoi: Then, the Director and die 
CocHdinatofs will match jmirs and schedule three full-day visits. During 
these da^-l(Hig vidts, interns observe classes ami discmss possibilities for an 
intemship experience. Interns will also denxHistratedidrpc^tial by 
teaching a lesson or lesson segn^t In addition, meeting^ will be 
scheduled by disdplii^ area, so that interns and teacben: may talk to each 
other. Open and hone communication is vital at this point so that interns 
and teachers may readily leam about each other 

Finding a compatible coo^-mting tcfK^hw is deviously vital to a successful 
internship. Some key things to remember when making the choice are the 
following: 

• Become aware of ine teacher's style, attitude, classroom 
management techniques, etc. 

• Compare your style, approach and personality to that of the 
teacher. 

Former TSSP interns have suggested that the intern do 
some self-analysis at this point. Ask yourself questions such as: 
What is your alucational philosophy, what are your beliefs about 
how learning occurs? What kind of classroom climate do you 
prefer? What do you really want in a teaching partner? 

• Consuier the teacher'n schedule. Is ihere enough variety or is 
there too much variety? Is the teacher busy with outside or 
extrwjumcular activities that you enjoy or will these activities be a 
deterring factor to the relationship? 



Pre-lnternship During the fall seiQester, there will be a variety of activities to 
Activities help prepare interns for their intensive internship expoience. These 

activities indude Assigned Teacher Observation, Fonner Intern Seminar, 

and December School Immersion. 

Assigned Teacher Observation: These one day visits for three Wednesdays 
in November are to be used in preparation for the internship. During these 
day the intern will be getting to know the nature of the classes, learning the 
names of students and faculty, b^xMning familiar with the school, and 
planning curriculum that will be taught during the internship. This is good 
time to learn the coc^)erating teacho-^ regular policies in following areas: 

^homewoiic 

^makeup wcHk 

'"absence and tardiness 

Former Intern S ;minan A member of a previous TSSP group will talk to 
the interns to discuss the experience and to offer suggestions for the 
internship. 

TVvo Week Immersion: This activity is designed to "immerse" intems into 
their assigned schocd systoiL All academic course assignments should be 
completed before this phase. Much of the time will be spent completing 
additional assignments given by the Program Director and oi;ganized by the 
Site Coordinator (see December Assignrmnts). These assignments take 
intems through the school and help to (mtm them to various aspects of the 
school. Intems shcnild not take responsibility for teaching during this time, 
although they can be active participant olTservers, facilitate small grcHip 
work, grade papers, etc. They should not be asked to cover classes or 
provide sutetitution fw the cooperating teacher. All of this is done to make 
the internship a natural progression of events. 

If they are \toi covered in a general group meeting, the intern is responsible 
for learning these important school rules and procedures: 

•fire drill route and procedures 

•phone use 

•audio visual/copier act^ss and policies 
•supply sources and limits 
•discipline regulations and procedures 
•the role of the guidance department 
•student purchases 
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"OO^B ^Introduce jourself personally to the secretary, tbe 

custodian, the library staff, and tbe guidance staff. 
*A8k questions!! 

*Leam your students names immediately!! Tbke attendance. 
*Formulate your own classroom p<riidcs and dear them 
witb tbe BOSS!! Send a copy home to parents! 

"DONT's *A8sume anything!!! 

^Undermine ymir cooperating teacher!!! 

*Count on equipment to work before homeroom or during 

critical moments!!! 

*Forget that you are only one human being!!! 
^Iklk too much! 



DECEMBER ASSIGNMENTS 

1. Read the school handbook 

2. Conduct a student shadow study ( 1 full day) 



3. Observe 1/2 day in the main office and with the 
assistant principal 

4. Work with guidance counselors (2 - 3 periods) 

5. Observe in special education classes) 
(2-3 periods 

6. Observe in non-traditional subject areas 
i.e. vocaticmal« theater, speech, computer 
literacy (3-4 periods) 

7. Observe in cMie or more academic ireas other 
than you" own 

8. Develop with the cooperating teacher a 
preliminary plan of action for teaching 
responsibilities 

9. Observe duty periods (study hall, 
hall duty, lunch duty) 
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General Policies Theintemisconskkmitobeinapositkmsimilartothatofate^^ 

Absence is appropriate <mly for illness, death in the fcimily. or other serious 
emoigeocy. shouki it be neocssary for the intern to be absent for any 
reason, it is expected that the intern will notify the cooperating teacter by 
7 .-00 a.irL Necessary or prolonged absence for illness or odier reasons will 
be treated on an individual basis. With reprd to such absences, the 
cooperating teacher shoukS notify the {sindpal and site coordinator, who 
then infonns the University siq)ervis(H; CMteria such as tte number of days 
absent, the reason for absrace, and the quality of performance will be 
considered by the coc^iexating teacher and site coordinator in presenting a 
recommendation t(» tfae University siq^erviscr and TSSP DirectfBi 
Similariy, the cooperating teacher shmild call the intern, and notify the 
principal and site coocdinator, if s/he is g(nng to be absent, even though the 
mtem may, in fact, cover die classes widiout needing a substitute. 

Interns sh(nild follow the pdicies of the school mcluding dvose related to 
attendance at meetings and appn^>riatc dress. Interns ^ould arrive at 
school at least one<-half hour before school begins and remain at least cmc- 
half hour after sdiool ck^es unless c^er requirements are requested by 
school or coq>erating teacher. Interns should refrain from discussing 
confldoitial infomiation regarding students with anyone <Kher dian the 
co(^)erating teacher, site coordinator, university supovisor, or principal. 

Interns may ccmtribute up to five non-consecutive days as a substitute 
teacher for their own coq)erating teacher or a teacher within the department 
only with pemiission from tii^ co(^>erating teacb«: Eariyinthe 
internship, diese substitutions should be given at least one-day advanced 
notice and are really fq)prc^ate CHily for illnesses, deatii of funily member, 
or profesf i(»ial activities. Care should be taken when a cocq^erating teacher 
is absent, and the intern is not familiar with with certain classes that are not 
part of his or her assignment Sevoal of the clinical training schools are 
woiidng on their own policies regarding substitution and payn^nt of interns 
in specific situations. Once again, we (k> not want to make rules that 
disallow flexibility and respcxisibility on the part of the schools. 

Intern Interns should nxet and becon:^ aojuainted with faculty administrators, and 

Responsibilities other school persotmel. Interns should become familiar with the 

philosophy, organization, policies, and admiiiistration of the school. 

Interns should become familiar with school resources in order to otHain as 
much knowledge as possible about each student. Guidance office files are 
valuable tools for researching backgrouiKi information, especially for 
special education concerns. Nc^e: this information is confid^tial and 
should <xi\y be sha'ed with the cooperating teachec 

Interns should become aware of materials used in the classroom such as 
books, manuals, audio visuals, tests, lab equipment, etc. Librarians are 
excellent resources for this information. 
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Interns should participate in routine activities such as cafieteria and hall 
duties, study halls, faculty meetings department meetings, and inservice 
workshops. 
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Survival 
Tools 



Interns should initiate parent-teacher meetings. These meetings can be 
scheduled to deal with prdslems a student is having to discuss student 
progress in a paxtiailar area. If a meeting is not po^ible or feasiUe, a 
phone call can be substituted. The important thing is to experience the 
parent/teacher relationship. 

The interns may assist and participate in co-cuincular »;tivities as 
appropriate. 

Interns should observe other interns. This should take place eaiiy in the 
internship wt^ intons are not taking tc^ responsibility far a fiiU schedule. 
This is also a time y/hen each intern needs scniKCMie to trust with their early 
concOTtis. Chi a nxne infomal basis, interns should OMmect with each other 
alnK>st daily if possible. A cup of coffin, a quiet lunch, alsiefhelloor 
goodt^e chat ~ these are easy to do but vital to a successful internship. 
Interns may be separated by disciplines, by wings, or by schedules, but 
close cont^t with these special colleagues ami Maids is still important. 

Interns should check the Bitnet on a daily basis for messages left by the 
University Director, University faculty, or otbo" interns as it is often 
difficult to make contact by telephone. 

•pencils 
•red pens 

•dustless chalk (although it's not 100%) 
•post notes 

•first aid ~ aspirin, Alka Seltzer, Lifesavers (breath mints) 
•humor!! (Not sarcasm!!) 

•one text at a level beyond students' instructional level 
•one alternate bock at students' level 



Grading the 
Internship 



Grading of the internship is done holistically, using the following activities 
or products: 

Classroom perfomiance -- grade is given by the cooperating teacher and 
university supervisor. 

Notebook ~ a three-ring binder should be organized to keep materials 
during the internship. The notebook should include: 

a. all lesson plans and unit plans including 
reflectionVevaluaticHis 

b. teaching support materials such as handouts, study guides, 
tests, u^sparencies, etc. 

c. notes on observations, teaching techniques, and professional 
readings. 
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d a list of additicmal resources such as videos, prints, posters, 
bocda, filmstrips, collections, etc. that you have pCTSonally 
10 suppOTt your teaching. 

e. a collection of stuctent products and stwlent assessm^ts of 
your 

f. tips on classroom managonent. special students, 
multicultund emphasis, etc. 

)M»klv log and seminar meerinj - a shCHt weekly report (see Appendices) 
is seat each Friday to the qiedned Universiw supervisoi: Concerns and 
ideas geosrated torn the gcoup arc used by tne superviscn- during site visits 
and in planning ftn* the seminai; It is impcHiant that they arrive goiilXlC in 
order to be meaningfuL It is not {^}prc^niate to try to catch up by writing 
two or three rqxnts at a tin^, trying to remember what was inqxxtant 
weeks ago. AtteiulaiK^ ami panicipaticMi in the w^dy seminar is 
manriatwy. 

Special assignments a short report is expected to accon^any the 
following three assignn^nts: 

a. establidiing dassroOTi environnKnt/space 

b. Parent/Intem ccMiferenc^ 

c. i^rtic^ation in inservice wodcslK>ps 

School Prt^ ject ~ the intern develops a project that contrihites and provides 
continuing value to the school. 

Internship assignn^ts that can be done in a short aax>unt of time should be 
done as soon as possible! As the internship progresses, finee time becomes 
more difficult to fiivi . In addition, on-going projects ^ould be kept up on 
a daily and weekly basis. Lagging behmd in assignments will make the 
conclusion of the internship overwhelming and impacts negatively on the 
students. 

Professional Weekly seminars will be held each Thursday during the internship 
Seminars to discuss "housekeeping" matters, address internship concerns, share 

lesson ideas, and provide suppcnl and encouragement Attemiance at these 
seminars is mandatory and is part of the final intemship evaluation. Both 
intern ami cooperating teacher need to keep this meeting in miml. Teachers 
may have tike over after-school responsibilities such as student make-up 
work on these Thursdays, 

School-Based The school based project is one of the special assignments of the TSSP 
Project internship. This assignment is meant to show that school is more than just 

what happens in one's classroom; teachers must be part of the total process 
of schooling. This project should have some lasting contribution to the 
school and should be significant in scope. Cooperating teachers, site 
coordinators, principals, counselors and other faculty can help give 
suggestions for the project which must be approved by the University 
supervisor. This work should begin early on the semester when teaching 
responsibilities are not as heavy. 



9 



ERIC 



13 



COOPERATING TEACHERS 



Studies have shown that, because of the close relation^ip, the intern learns most finom tiie 
Cooperating Tb»:her The Coq>eratin^ Tfe&dio- bridges the gap between theory and practice for the 
intern and also demonstrates a professional educatcn-^ role for the scIkxsI syston. 'kias teacher is 
respon^ble for tntrodiKing die intern to all aspects ot the schod and the classroom. The teacher 
helps to guide md instruct the intern aiKl will aid in the professicnal growth of die intern. As a 
mentor, the teadier advises, supp(»ts, inquires, and challenges the intent. In addition, this master 
teacher will evaluate the intern in aocoidanoe with the gukidines of t^ TSSP internship. The most 
important thing that tte cooperating teacher gives to the intern is rime, given on a regular 
address the internes concerns and progress and to ensure interaction. By helping to train new 
teachers, the Coopeiatinj^ Tbacher m^es a valuable contiibuticm to the upgrading of the teaching 
profession and has a lasting effect oa the future of education. 

Intern After die September Experience and full-day visits to three teachers, final 

Placement selecti(»is will ccmie from both teachers and interns. It is surprising how 

often there seems to be a natural fit between intern and teacher Yet, there 
are occasional difficulties in assign.ncnts. At this pcHut, schools ix 
departm^ts take responsibility f(X fiirtiiex review and brainstomodng for 
possibilities for placox^ts. Often, the assignmeait is (me intern for two 
teachars in order to give the intern the vari^ of classes needed and to allow 
u.c teachers to continue teaching. On tl^ oth.T hand, a department could 
take an intem and (tevelop a coixq)rel^isive, yet varied sdiedule. Once 
again, it is impcmant to be creative in diinking of these assignments. Once 
the match has been mack, pre-intemship ^vities begin to take place fOT 
interns, and teachers begin their own seminars in preparation for wcaking in 
this team relationship. 

Pre-lnternsh I p After the Coqjerating Teacher/Intern match has been ciade, thrw day-long 
Activities visits are planned duPiig November. On these days, the intern will 

probably have r>^iy questicms about the internship and what some of the 
expectations will be. This is a good time to begin initial planning for the 
intOTiship. Interns go through other pre-intemship activities to prepare for 
the experience. For more information, please sec //i/er/zj/^p section. 

Orientation The cooperating teacher should explain to the students the responsibility of 

the intern and introduce the intern to the students. The teacher should share 
with the intern information about the interests and abilities of pupils. 

Explain all school routines, rules and policies. The teacher should also 
introduce the intern to members of tiie administrative staff, co-teachers, 
department heads, and cHher school employees. This is part of a broader 
concern for helping the intern understand the written and unwritten rules 
and norms in the school and community. Arrange for the intern to observe 
other classrooms in the school or district. Interns should also view other 
TSSP interns in their school during the internship. This should be done 
early in the internship before duties become extremely heavy. 
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The teacher should explain the overall plan of the course of study fweach 
ccmx and should infofm intem of aims and (^ject^ves of teaching in die 
school district If possible, a district or school cumculum guide should be 
provided. 

The cooperating teacher should supply the intcm with copies of the teacher's 
course guides, textbocte and teacher's manuals, reference bodes, 
professKmal book^ magazii^ and journals, and other ty^ 
aides. Also,providetheintenis with a place for personal materials. In 
addition, ideas, discoveries, and innovatiOTS m educaticMi should be shared 
with the intem. 

Fc»mer interns have indicated that iHi>per ofientation is essential to a 
suoc^sfiil internship. This also includes a need for gradual involvement in 
die classroom. Some suggesdons for this gradual takeover of mponsibility 
irKilude: 

• starting with structured respcHisibilities which gradually 

induct the intern into full-time teaching 

• providing cq)portunities for tl» intem to study students and 

their learning process, working with individual pupils fX in 
anall gnnips 

• helping the intem develop skills in planning and evaluating 
learning expoieiK^ including ccmecting and grading papers 
and tests 

• having the intem particii»te in routine tasks such as 
hcHisekeeping of die classroom, taking attendance, doing 
progress reports, etc. 

The teacher should explain principles related to certain teaching techniques 
ami demcMistrate for the intem di^erent methods and pnx^ures of 
teaching. The intem will ask many, many questions about the 
complex decisions that to ihe teacher are almost secoml nature. It is 
important that the coc^)erating teacher be able and willing to articulate the 
thinking processes that occuir^ Interns should not have to iiKluce the 
majcH- attributes of good teaching firom what they see the teacher doing. 

The teacher should discuss and demonstrate classroom management 
tojhniques with the int^. This is the most difficult phase of teacher when 
the intem takes over a class and continues to be of concern as a beginning 
teacher. One of the major reasons fOT a probationary teacher to be denied 
tenure is the problem with management and discipline. 

The teacher and the intem will develop a plan of actic«i for slowly moving 
the intem through observation, teaching, and planning, to taking total 
responsibilities fcM- teaching duties for a selected array of courses. 
Cooperating teachers should develop a well-balanced program of intem 
activities and should also allow maximum freedom for interns as they 
assume more teaching responsibility. Teachers should provide the time, 
climate, and a safety net for the intem to try new approaches to organization 
of content, teaching strategies, classroom management, student evaluation, 
etc. 
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The teacher should make tte intm awaxe of voic«, pitnu 

of vocabulary. In addyition« the intern shouM be ioftxmed of an^ 

inqnovenKnts in delivciy. 

The cooperating teacher slK^ild hold scheduled conference periods widi the 
intern (see Evaluation section below). 

After planning together, discussing methods and procedures, and evaluating 
outcoines, the intern should start teaching. Since each intern is di£fezent, 
the time line should be flexiUe. Keq) in mind diat some interns ma leed 
to be {Bodded; odieis may need to be reined in to kt the i»ooess move 
gra^iaUy. By the ooadusicm the intemsh^, the intern should assume a 
great deal c€ rea)oosibility although we do not requiit that they take 
thefullbadofttecoopentdngteadier. The mtem should have no more 
than three preparatic^ at any oi% time, but should stav with at least one of 
die classes for the cndre 15 wedcs. The intern shcnild be a participant 
observer in other courses. Interns should be conskiexed in the same light as 
a regular teacher,undemking any ^ which will give them a full 
under^anding mi practice df die woric necessary to become a siKcessful 
teac^iec 

Evaluation Due to the nature d TSSP, many interns will be the same age or older than 

die Coqierating Tbachei: Even though interns may be die same age, the 
Coqjeradng Tek:her has mudi wore professional educaticmal experience. 
For this reason, die teacher should not hesitate to give honest evaluations. 
Tbachers should atteoqn to discovo* soengths and weaknesses of tl» intern 
and openly discuss diem. Hiis should be a unique time fi»: reflection, both 
by die intern and the teacher Interns should be asked many probing 
questions: why thev chose cotain strategies, materials, or exercises, etc. 
Interns should also oe oicouraged to experiment with new methods. 

Each cooperating teactoAntem team ^ould deads the best methods fa* 
evaluation. When, where, and how often evaluation conferences take place 
should be decided eariy in the internship to avoid any ccmfiision. This 
should be supplemented b^ checking unit and daily phuis of the intern. 
Each week, a specific ciimcal supervisioi/ coaching session slK>uld take 
place: a preconfaence, class observation, and post oonfraence. The report 
(sec Appendices for three optional repeat forms) of this session should be 
given to the intern and a copy t,ivcn to the site co<wdinator for subniission to 
the university. If, on occasion, this session is not feasible, the teacher 
should write a brief weekly report using Option 3. 

At mid-semester, the teacher and university supervisor will meet to assess 
intern progress. Afterwards, the teacher and intern will meet to review and 
complete the checklists (see Appendices) together and then send die forni to 
die TSSP office. At die end of die semester, die teachers will be asked to 
assess the intern through a similar process ana ^ve a grade for the 12 credit 
internship. Because diis is a graduate program, it is inqiortant to recognize 
that any grade *jelov' a "B" is considered a failing grade. A perforaiance 
grade of "C for die internship is equal to four "C"s on die transcript and 
would cause the person to wash out of the Master's program. Any 
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pioblans that are significam enough to cause the coopcratmg teacher to 
consider ghdng ft gnde ctf or '*B-'' shouki be brought to th^ 
the university supervisor and the intern at the mid-semester report 

Professional The Cooperating Ibacher should involve the intern in staff meetings, school 
Development and community sponsored extracurricular activities, teachei^* conferences 

and odier citganizatioaal meetings. 

The teacher should help die intern devek^ interest and skill in doing simple 
actKmreseaidi to answer questions related to classroom events. Asmall 
numberofintero/teadier teams may choose to participate in a special 
worisbc^ on classroom research. 

Program Coopaating teachers should participate actively in srannars and inscrvice 

Responsibilities training specifically designed fc^ cooperating teadiers. In addition, they 

shcnUd work with die univer»ty faculty in planning the intern program. 

Eadi co(q>erating teacher should conduct a formal obs^vation and post- 
observation ccHiKrencefcH' each of the interns in their ^hooL Thisshould 
occur after interns have aksn over m^or responsibilities fo[ teacher and and 
therefore do not require constant siq)ervision. The write-up of the 
observation shoukl be given to the intern and accpy sent to the TSSP 
office. This is a unkue Ga^)oxtunity to visit in a diflierBnt classnxHn 
ofteninadiffermtdisc^Unearea. The observation xqHxt will not be used 
for intern evaluadoQ. It is inqxntant not to leave this evoit until the end of 
the intonship. Your expert questi(m$ and recommendaticms are meant to 
allow die intern oppominity for i m p ro vement Lx)gistically, it also becomes 
a nightmare for die inicm if, during die last several weeks, everyone 
including site coordinator, principal, other teachers, other interns, and 
university supervisee suddenly fills tl» classroom for observations. 

The cooperating teacher should plan fw professional activities during the 
time that die intern does not require direct supervirion. Ideas irwlude visits 
to «her schools, personal study at USM library, collaboration widi USM 
professors finom the college of aits and sciences or the college of education, 
curriculum devel(q)ment, attemling professiwial workshop or confereiwes, 
and school-based responsibilities. 

Selected cooperating teachers will be asked to participate in the interview 
pnx^ss in the spring for new candidates for the program. 

Cooperating teachers will continue dieir respcMisibility to the professional 
induction of the intern into the teaching {Session by condiKrting a site visit 
to the intem's new school as a beginning teacher. During die visit the 
former intern will arrange for the cooperating teacher to observe ^cral 
classes, including those of other teachers in the school The intern should 
also schedule a meeting widi the principal and the peer support team. This 
visit to an outside high school should \x an interesting pn3fessional 
experience for the cooperating teacher. 
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SITE COORDINATOR 



Site CoOTdinatcH^ are tnisy long before the fall semester begins. They intoview and help in the 
selection process for the Teachers for Seamdaiy Schoc^s Pn^un. In addition, they become 
familiar with each intern's biography, seek out pc^tial coq)aating teachm, and prq>are an 
orientation to their schools. The site cooniinator has a most inqxstani role in total program 
planning and is tt^ direct link between die university aiul die school for this program. The person 
taking this role is often a (^lartiiKnt chaiiperscm ch* is given an extra duty-€r^ period to 
accompMsh the variety of tasks that require w(sking with die oitire faculty and staff. Each ntc 
coordinator is encouraged to be creadve in dieir methods for assuring a smooth nmning program in 
their individual school When tte original concept of a site cocndinator was conceived, the 
following ccHnpetencies were outlined: 

Conc^tual - the ability to discuss classroom practice in terms of analytic 

frameworks. 

Technical - skill in managing logistic^ (ktails for site visits and int^ placen^nt; 
expertise in establishing and maintaining foraoal and informal communication 
channels between the univer^ty and the sdiool and widiin the school. 
Interpersonal ~ ability to interpret verbal and n(Mi-verbal cues to provide on-going 
evaluation of activities; ability to set people at ease in new situations; and ability to 
see situations fnnn several diffo^nt perspectives and to handle tensi(Mis or ccHiflicts 
emerging from these diffoences. 

Orientation Site cocmdinators are responsible for cnienting TSSP interns to the school, 
to Schools This begins during a campus session the last week of August At this time 

ihe following infonnation should be given to the intern group that will be 

assigned fox the two wedc September Experience: 

• profile of the school 

• floor plan and bell sch^ule of the school 

• teacher and student handbooks 

• program of studies 

• master schedule 

Site coordinators are also invited to participate in the Outward Bound 
experience for full integraticm into the total program and to get to know the 
interns in ways that will enhance their stay at the individual school 

Site Coordinators organize the two week September Experience for a small 
group of interns. Prior to the TSSP intems' arrival, the Site Cooniinator 
will prepare the school for observation. The staff will be given an 
explanation of the Teachers for Secondary Schools Program. A list will be 
compiled of teachers who are interested in working with an intern and those 
who are available only for observations. This list should be approved by 
the principal. Also, the site coordinator should post TSSP information in 
the teachers' room on the bulletin board and check the Bitnet system daily. 

Interns will arrive on the first day along with regular teachers. The site 
coordinator will meet with the intems upon arrival at the school. During the 
introduction to the school, the site coordinator should provide a fust week 
schedule that allows the intern to ?!iay with one or two teachers for several 
consecutive classes on consecutive days. By spending approximately one- 



14 



IS 



f 



weekly 
Visits 



December 
Experience 



internship 



half day with a teacher, there should be time for appropriate discussioiis 
about starting school as wdl as extended reflective discussioiis about ti^ 
philosophies of ediK»tiaiL During the second week (M(»Mlay through 
Thursday), interns should be given a list of teadiers who are interested in 
woiidng with interns uk! those inviting (^jservations. During this jrfiase, 
in^ns and site ooofdinators may chot^ to be more flexible in sci^duling 
visits but are reccsnmended to c(»itinue seeing a couple of classes of each 
teacher combined with a planning period or ^terschod discussion. This 
group will also plan the half day visit by the entire group during week three. 

While interns are at thdr assigned school, site coordinators should arrange a 
meeting where interns can meet staff representatives from various areas of 
the schoc^ le. guidance, gifted and talented, special educaticm, alternative 
educati(»i program, special projects, and special oixmnittees. 

After the September Ejq)erience, the site coordinators and the University 
supervif ors will meet to matdi interns aiKl teachess for tiuee different full- 
day visitations. After diese vi»ts, preference lists will be gathesed and the 
group will meet again to finalize matdies. After the final selections are 
made, site coordinators should get the social security number and home 
address of each cooperating teacher for university paperwoik. Int^s will 
return in November for three additional one-day visits witfi their assigned 
teacher/s. 

Throughout the fall sen^ter, the site coordinator should get informal 
feedb^k £n»n die co(q>erating teachers to make sure thin^ are going 
smoothly with the assigned intern. This will allow for adjustments to be 
w \dt before ccMifusion or problems arise and get out of hand. 

Site coOTdinators are responsible for the school-based activities of the two 
week immmion: intnxiiHZtion to the administraticm, instructions in 
mcdiaAechnology usage, OTicntations finom library, guidance department, 
iind special ediK^atiffli services. 

Site coondinatOTS stK}uld nwnitor the teacheryintcm teams to verify that 
planning the internship is going smoothly 

During the internship, site coordinators continue to play a role in the 
program. TTiey are the link to the university and will often have messages 
or memos from the university supervisor, either by mail or through the 
electronic bulletin board (BITNET) In addition, site coordinators continue 
to attend TSSP meetings and teacher seminars. Should problems of any 
nature arise d'iring the internship, especially those coiK^eming the 
teacherAntem relationship, the site cowdinaior should be ccmtacted The 
site coordinator will also observe and conference caice with each intern and 
send appropriate reports to the university supervisor. 
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Seminars 



Advisory 
Meetings 



Site Coardinatcxs play an inqxxtant monitoring xole during tl» inteimhip. 
They should: 

•collect and mail coq)erating teach^* weekly observaiions 
•make sure that coc^ierating teachers are fulfilling their requin^iTtents 
•make suggestions and ttelp interns develop a 8c»od-based piojea 
•initiate a syston for the Bunet syston opaaticHi in die scbooL 

Site CooniinatcHis usually participate in the laige ffoup seminars for 
cooperating teachers. Th^ assist in planning sdiod in^rovonent 
woncshops that bring the faculty tog^faer in a leamii^ C9q)erieiice with the 
intents in their school They ma^ also choose to attend oberq)ecific 
txaining sessions such as die clinical sv/^visiai and acticm research 
woricshc^. 

The site coosxUnatcn' is responsible for the oiganization ami schedule 
for a schoidadviscay committee. Thefuncdonof that committee is to deal 
with policies that in^Kict tl^ teact^rs, smtknts, and interns. This group 
may also take r^pcmsibility when diere is a i^ed fcs crisis intervention with 
regards to an intern placement in die scImxjL The site coozdinator is also a 
member of the ProsJam Advisory Council 
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UNIVERSITY SUPERVISOR 



A university supeivisOT will be assigned to each clinical training sdiool and will be resp<nisible 
for nuituring the professional growth of tte scIkx^ as it potains to teacher cdiK^tion. In this 
model, tl^ university supoviscM* has less direct c^)servatu>n oi die interns but omtinues active 
meetings widi teams, individuals, and the extended staff and administration. The supervisee 
should define the purposes and expectaticms to be fulfilled by the intern and coc^jeratmg teacher. 
The supervisor stould be o(msidered partof the team that is concerned with inquiring into the art 
and craft of teaching, not simply pmctidng teaching. Each school should assist in ctefiiiing tlie role 
of the supervisor in that school, for that group of interns. 

Sem I na rs All university superviscH^s will (sganize and participate in the teadier 

seminars and inservice wcskshops that are part of the professional 
devebpment fcx teach^ educators. 

School The supervisor, the cooperating teachei/s and the intern will meet at 

Visits the beginning of the internship to develop the plan of action which guides 

the internship. The first conference should take place by the second week 
of the internship. Informal discussions will take place as needed when the 
supervisor is in the school At mid-sanester, the supervisor and the 
coc^)erating teacho- will n^et to cCTiplete the formal intern evaluation. 

Observation The univosity supervisor will comiuct formal observations of the interns at 
Of Interns the assigned school. Specific days will be scheduled for the supervisor to 

be in the school. The intem*s w^skly schedule will be used to select classes 
that show a variety of course content and teaching strategies. If significant 
changes are necessary, the intern should call the supervisor the night before 
the scheduled visit 

The supervisor will meet with the intern in advance of the class at which 
time the supervisor sh(Hild be pvea a copy of a lesson plan. A post- 
observation conference shcmld take place during the period following the 
observation. The period may be a planning period. If not, the intern will 
need to be released frc»n the respcmsibilities of a teaching period by the 
coc^rating teacher. The coc^rating teacher/s will be invited to participate 
in the post conference, if available. 

A final teaching episode will be videotaped to have in his/her professional 
portfolio. The intern will also receive an analysis of that episode. 

Evaluation The university supervisor is responsible for sharing the mid-semester 

progress report with the inttm. The university supervisor is also 
responsible for the assessment and assignment of grades for intern 
requirements/assignments that are part of the internship. The university 
supervisor consults with the cooperating teacher in the final grade of the 
intern performance. 
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School Principal 



The pincipal is the instnictiofial leader of the clinical training sclKxd and, ttoefoie, is 
ie^x>nsibie for Ite educational context and climate that the interns entec The piincipal's role in 
TSSP is c^tea Mbid the scenes, but is equally vital to all participants: teachers, site coradinators, 
university sufiovisors, and interns. 

Selection The principal should review and iq^nove the list of potential cooperating 

of Teachers teachers that has been coo^iled by the site oocniinatan Most principals 

prefex- diat a cooperating te«:her be experienced ami shouM iK>t sppsove a 
pn^ti(»iary te^to even though he or she may have ejqxnoKre (xitsiik the 
district 

School During the third week in September, the entire intern group will visit each 

Orientation schod. It will be inqxmant fen- the administration of each school to prepare 

a presentation to give an overview of the school, its philosophy and goals. 



Observation Most principals try to conduct a classroom observation during the internship 
of Interns using the school's regular evaluation procedure. This is very helpful to the 

intern in preparing for diis process as a beginning teachet This evaluaticxi 
report is then ii^luded in the intern's portfolio used in applicadons. This 
knowledge of the intern's te^hing is often used by the principal to write a 
letter of rKomn»sndati(m for the intt^iL 



Advisory Each clinical training school should have an advisory ccnnmittee composed 

Committee of the principal, site t^xsdinatcH*, one cooperating teacher, a union 

represCTtative, aiKl one additional teacher TYs committee is respmsible for 
devel(^ing and inxplementing polkies that relate to the operasioa of the 
program in their respective $ctK>oL The 'xnnmittee ^chiM meet at least 
twice a year on a regular schedule and other times as needs arise. 



Advisory The principal is also a member of the Adviscsy Council that has 

Council representatives (superintendent, principal, and site coordinator) from all of 

the school districts. This group develops policies related to the total 
program, particularly the relationship between the University and the school 
districts. 



Public Relations The principal should initiate procedures that will enhance the understanding 

of this teacher preparation program throughout the extended ediK^ational 
community and into the public sector. This can be done by having a TSSP 
iiem on the agenda at each faculty meeting and discussing the relationship of 
teacher preparation and staff developn^nt during school improven^nt team 
meetings. 
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In addition, the i»iQcipal should meet at least once with the school board to 
describe the piognim and its {wtnership between school and university. 
Items xegaiding die programs and assigned intems sh<Hild be included in 
school newsletters that po htMne to parents. Aldiough Open House usually 
occurs in the fall wh»i intems have noc been assigned, this can provide an 
q)portunity to prspare parents for the expectaticm of intems in the school. 
Tlie community local press may also be interested in this program and how 
its helps to serve the comomnity. 
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B I TN ET An electrmic buUetin board has beoi established linking the clinical training 

Communications schools and the University of Soudiem Maine. Using a personal computer, 

special software, a modem, and a dedicated phone line, ^ese schools can 
leave messages and transmit documents immiediately. We are tiying to 
enhance speofic interactions. First, quick ami efficient communicaticxi 
between univosity and site coordinatcrs can occur wten the university 
director types in one OKSsage bat sends it to all five sites. Mem precise 
m^sages may also benefit the c(mununicati(» as it is so difficult to get a 
message fitxxn the main office to a teacho: Sectmd, we will be encouraging 
cc«nmunication between intons in different scIkx)1s. They build a close 
connection during die fall semester and thdr support may be split when they 
are assigned to schools - CMie chomstry intern at cme scho(d, another 30 
miles away in a different school. In addition, both interns aiKl coc^>erating 
teachers may begin using the BITNFr system to connect with university 
professors in their discipline (see A&S secticMi) and with data bases across 
the country. 

Tbchnical training frcm the university will occur at e^h school fw teachers 
and intmis. Seminars will be scheduled so that teachers who currently use 
el^tronic bulletin boards in their own schools can share their experiences 
and encourage participation. 

Arts &Sciences We are crying to develop a closer alliance with the College of Aits and 

Sciences which we think is most appn^riate to a secondary school 
program. A dircctcay of University professOTS has been compiled 
describing their major interests and dieir availability to participate in various 
activities. During the fall semester, we match interns with professors who 
may serve as content specialist mentors. During the internship, these and 
other professors may extend that relationship to the clinical training school 
and the coc^rating teachers. These profess(H^ will also invite teachers to 
come to the university as part of their professional release time available 
when the intern is talang full responsibility for teaching. Communication 
can also occur between intern or cooperating teacher and the university 
professor using the BITNET system. 

On a more formal basis, professors may work with the TSSProgram 
Director and candidates to provide independent study courses in areas where 
the intern is missing a few credits toward eligibility for an endorsement in 
the discipline. The independent study would take place during the summer 
prior to admission and should assist the professor in some area of inquiry as 
well as help the intern ask questions related to the teaching of the discipline. 
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School In being selected as a climcal training school, each of the five hig^ schools 

Improvement has been recognized as a school that is constantly improving. Several are 

fonnaUy restnictuiing; othei^ are implementing special innovations. We fed 
that these effods should be encouraged fnxn the university. When the 
school has identified a specific area to target, trainii.g workshops, 
seminars, and sharing ses^cms are comiucted in that ar^ It becomes an 
imp(Htant phase in whidi cooperating te»:her$ and interns participate in a 
learning experience togeth^ along with other faculty within the school. 

Peer Coaching Co(^)erating teachers who are new to the program each year are 

asked to participate in a woikshop for training in the clinical supervision 
model: preconference, classroom (^servation, post conference. During the 
internship the univmity supervisor tl^ bea»nes a coach to the conference 
phase. Co(^>erating Tbadieis also ne^ to share their exp^ences with each 
other. For some, it is a difficult transition to guide the reflecdcm on practice 
of another profesdtMial, albeit an intern. Coop^ting teachers are given 
skills in observadon, tools for gathering data, and approaches to conference 
including giving positive ami negati>^ feedback, askmg probing questions, 
forecasting potential proUems, and planning new methodologies. 

Action Research Qassrocnn research c(HidiK:ted by intern/teacher teams is encouraged as part 

of our inquiry approach to teacher pr^aration. We anticipate diat only a 
small number of teams will fe«l re^y to conduct this collaborative research, 
buc many of the in^s have done a (x>nsiderable amount of substitute 
teaching and are more ready to actually refine their teaching skills. 

Induction of t h e We recognize the stewardship of the university and the clinical 
Beginning training school in successfully inducting the beginning teacher into 

Te a c h e r the profession. Therefore, we take an active role in supporting the 

continued professional growth of both interns and cooperating teacher. 
Each graduating intern will be visited in their first teaching j(^ by their 
former cooperating teach«-. This visit will inclucte direct observation of 
teaching, meeting with tl^ principal, departmoit chairperson and the 
beginning teacher's local suppCHi team. Our clinical training schools have 
a^eed that this technical assistance to beginning teachers is vital and also 
see it as professional growth for the cooperating teachers which warrants 
their time away fiom class. 

In addition, we will host seminars for the entire group. The TSSP model is 
tied to the cohort nature of the group initiated through the Outward Bound 
weekend experience. These seminars provide a means for networking 
among their colleagues and a continued relationship with the university. 
TTiese seminars will also have a professional improvement focus grounded 
in the needs of the beginning professional educator. 
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Ad visory G rou ps In oider to promote the close wocking relations of the partnership of 

university and schools, we believe it is necessary to establish advisoy 
bodies. At the macro level, we have a TSSP Advisory Council. The 
University representatives include: the Dean of the College of Education, the 
Dean of the College of Aits and Sciences, the Dirges' of Teacher 
Education, the TSSP DirectOT, and a faculty representative of the Arts and 
Sciences. The representatives are: the superinteiKlent, the principal, and the 
site coordinate' oif each school. This group will meet three times a year 
with as many r^resentatives as possible. 

At the micro level, each school has a T^SP Adviswy Committee. Members 
of the committee are the principal, site coordinator, union representative, 
plus two additional representative of the faculty. The focus of this 
committee is trifold: 1) tc stablish yearly maint^iance aiKi secure cmgoing 
program continuity, 2) to pnMncxe public reiaticms, including paiticipation 
at parent advisory outings; and 3) to develop and define the unique role of 
the principal in the clinical training school. 

Interdisciplinary In conjunction with an innovative grant funded by the MDECS, we will 
Project wcH-k with two science teachers at Portland Ffigh school in a 

interdisciplinary science project: the Island Imp^t Studies. Intonswillgo 
with these teachers and groups of students to two Casco Bay islamis to 
conduct scientific and sociological studies that will draw fnm the content 
and inquiry tools of earth science, biology, marine science, histoiy, 
sociology, »x>ncHnics, literature, and writing. In addition, interdisciplinary 
teams of interns will prepare and teach lessons to classes that remain in the 
school on the days of the field trips. 
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Director: 
Coordinator: 

Instructors: 



TSSP Staff 

India L. Broyles, Ed. D. (University of Georgia, 1983), Assistant 
Professor of Pmfessional Education. 

Arthur "Bait" Wcyand, M.A. (University of Wisconsin, 1969) and Post 
Graduate Certificate in Ed. (Trinity Ccliege, Dublin, 1974), Administrative 
Specialist. 

Edwin P. Kulawiec, Ph. D. (University of Wisconsin, 1970) Associate 
Professor of Professional Education. 

Robert Atkinson, Ph. D. (University of Pennsylvania, 1985), Associate 
Professor of Human Resource Development. 

Alalia Thaler, M. Ed. (University of Southern Maine), Instructor of 
Counselor Education. 

Charles Lyons, Ed. D. (Boston University, 1978), Associate Professor of 
Excepd(Miality. 

Rita Kissen, Ph. D. (University of Massachusetts, Amherst, 1986), 
Associate Professor of Professional Education. 

Susanne MacArthur, M. Ed. (University of Southern Maine), Instructor of 
Literacy. 
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Clinical lYaining Schools 



Portland, Superintendent, Thomas K. Edwards 

Deering High School 
Princij^, Paul Pendleton 
Site Coordinator, Elsie Whidden 

Portland Hi^ school 
Principal, Dana Allen 
Site Coordinator, Debbie Keyes 

Gorham, Superintendent, Timothy McCormick 

Goiham High School 
Principal, Gunnar Hagstrom 
Site Coordinator, Sandra CollHim 

Kennebunk. Superintendent, Leo Martin 

Kennebur^ ^figh School 
Principal, David McConnell 
Site Coordinator, Ruth Madden 

Westbrook, Superintendent, Ed Connolly 

Westbrook High School 
Principal, Bill Michaud 
Site Cbordinator, Dale King 
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OLbiversity of Southern Maine 

DIRECTIONS: PLEASE FILL THIS GUT EACH AND MAIL IT TO YOUR 
UNIVERSITY SUPERVISOR 

WEEK OF NAME 

SCHOOL 

1. HISH POINTS THE WEEK: 

2- LOW POINTS OF T»E WEEK: 

3. AREA OF GREATEST CONCERN: 

4- DISCIPLINE PROBLEM I HAD THIS WEEK AND HCM IT WAS RESOLVEDs 

5- OTHER 
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OPTION 1 



IRTERU: OBSERVER: 

Sm%'. DATE: 

COURSE/LEVa: 

The Cooperating Teacher Obseration Fori provides a fra»e>ior«t for observing and recording the 
classrooi and professional practices of the intern, tour role as an observer is to wtch and listen 
for the teacher practices 'isted and to record the degree to xhich you observe this practice. 
Space is provided for specific coMent/elab«ration following each section. 

Response to nurters 1-5 should be based on the observation of a pre-selected lesson; response 
to nuibers fi-l2 will be based on general observation during that iteek. Please leave blanK any area 
that does not seei appropriate or applicable during a particular xeek. 



i 1 Needs 1 




Excellent i Sood lliprovecent ! 

1 f 1 


Teacher Proficiencies 


i 1. 


Dewnstration of Sood Use of Instructional Tiae 


1 . ! 


Konstructing and folloiiinq lesson plans 




^focusing student attention 




^couunzcating purpose of lesson 


——————— j 1 — — 1 


i^selfctinq teaching lodels based on content, learner, sequerrce 




♦providing appropriate guided and independent practice 


1 2. 


Detonstration of Ability to Motivate Students 


i 1 i 


♦designing activities which interest students 




♦using a variety of teaching techniques 


1 t 1 


♦involving all 5tud«?nt5 in the lesson 


j 1 1 


*u5inq pleasant feeling and tone 


1 3. 


Cetonstration of Ability to Increase Productive Student Behavio 




♦using appropriate remforceeent 




♦resuonding aooroonately to attention-seeking behavior 




»U5ing specific language to express discipliniry cues 



ER?C , 





4. BBionstratiQii of Proficititty is Subject Area 
^articulatlT^ infonation clearly 
i^detonstratinq knonletige of subject area 
^providing asswrs utiich lead to enhanced learning 



5. Deeonstration of ProfxcieiKy in Oral and Uritten Language 
KOMunicating effectively 

^observing gradaar, spelling, and punctuation rules in ivriting 
^pronouiKing words correctly and distinctly 



h, Owoostration of Adherwe to Sistrict Procedure 
*coapleting record-keeping 

accurately docutenting attendance, grades, and lesson plans 



7« Demonstration of the Ability to Appropriately Conduct 
Student Assessment 

»de5inqing teacher-aade tests which accurately reflect subject an 
stills taught 

^uiinq evaluation based on processes and products 
^documenting results 
^providing feedback to students 

8. Defionstration of the Desire to Promote Parental and Ccamunity 
Invoivemenc 

frhandlin^ contacts with par'^ts in a professional fanner 
^handling sensitive information in a discreet eanner 



9. Demonstration of Positive Interpersonal Relationships with 
Staff and Student 

^initiating projects nith other staff members 
^exhibiting a positive professional attitude 
^maintaining control in stressful situations 
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1 ivm 


iW^MfMtratiaa af th# Abiiitv to Niiotaifl M topropriati 




Learning Envirormnt 


1 1 1 


Heepii^ a neat, um:luttered classroos 


I 1 1 


encourage students to participate in laintaining a pleasant 




clAS&rooa environsent 


1 ^ 1 1 


futiliziiHi sflace effectively 


} ! f 


DpBonstration of aA Understarvdiofl oi Husan Selatioos 




Ana 1 filing tu s 1 

^cliig pURvIQai 


1 f 1 






ftHoaHnn tArtfiillv kith Deooiff 


) 1 ( 

! 1 1 


tpreventir^ the derelp^rtent of negative situations 


1 12. 


Dewnstration of the Ability to Prowte Student Srowth 




Heeing that students perfore at or above expectations 




♦problBQ-solving to see that students receive the best possibh 




services 


1 1 1 


♦understanding and utiliziiig recent research and technological 



advancesent 
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OBSERVATION REPORT FORM OPTION 2 



INTERN: OBSERVER: 

SCHOOL : DATE : 

COURSE/ LEVEL : 

1. Lesson objective 

2. Instructional strategies and relation to content 



3 . Maintenance of student interest 

/ 

Reinforcement strategies/evaluation techniques 



5, Classroom management/atmosphere/time 



6, Interaction between intern and students 



RECOMMFMD AT I OMf! 



ERJC 
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OBSERVATION REPORT FORM Option 3 



INTERN 



.OBSERVER, 



SCHOOL. 



.DATE. 



COURSE/LEVEL 

When you and the intern have agreed that you will focus the 
observation on one special area, you may use this form to write am 
open response to the activity. The report will bo somewhat 
anecdotal in nature, with some description of the teaching episode 
and your own professional response recoiranendations . 
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UNIVERSITY OF SOUTHERN MAINE 

TEACHERS FOR SECONDARY SCHOOLS PROGRAM 

INTERN EVALUATION 



Name of Intern. 



Date 



Cooperating Teacher. 



School 



University Supervisor. 



Subject. 



Please indicate your evaluation of the intern by marking X in the 
appropriate column. Space is provided for your own comments 
regarding the intern in each category. Please remember that you 
are assessing the growth/potential of the intern dviring 
program. In addition, please attach a copy of your 
recommendation of the intern. 



the 
letter of 



( 1 ) Needs Improvement ( 2 ) Average ( 3 ) Above Average ( <* ) 
A. PROFESSIONAL OUTLOOK/RESPONSIBILITIES 

1. Evidences interest in professional improvement 
through participation in inservice activities , etc . 

2. Assumes responsibilities outside of the 
classroom as they relate to school. 

3- Demonstrates acceptable professional traits 
and ethics . 

4. Completes record-keeping tasks of school 
and district. 



Excellent 
I Z 























J. 










V. 











Comments 



PERSONAL QUALITIES 

1. Accepts constructive suggestions willingly 
and acts on them. 

2- Takes initiative and assumes responsibility, 

3- Meets obligations promptly and effectively. 
Speaj':s and writes correctly and effectively 

5. Dresses appropriately and is well-groomed- 



/. 








' 


2. 










3. 










H. 










5. 
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C. ORGANIZATIONAL SKILLS 

1. ' Maintain an appropriate lecorning environment. 

2. Initiates contacts with other staff members . 

3 . Initiates contacts with parents . 

4. Utilises support services of the school. 
Comments : 



f Z 3 f 











r 


2. 































D- TEACHING SKILLS 

1* Plans effectively, according to individuel 

and group needs, both short range and unit plans. 

2. Uses a wide variety of instructional methods which 
include discovery, inquiry, and understanding. 

3. Shows growth in ability to orgainize and manage 
classroom activities. 

Involves all pupils actively in learning activities 

5 . Uses evaluation techniques for diagnostic and 
management purposes . 

6. Maintains effective discipline and works towaird 
developing pupil self-control. 

7. Shows resoxircefulness and creativity. 

8. Has available well-planned or well^chosen 
materials for students. 

Comments : 



i z Z H- 



/ 










2. 










3. 




















5". 










4. 










7. 





















/ 2 5 ^ 



E. SUBJECT MATTER KNOWLEDGE 

1. Evidences an understauiding of appropriate 
subject matter. 

2 . Uses questions that require student responses 
at various cognitive levels- 

3. Applies understanding of subject matter to 
teaching activities - 

4. Relates content knowledge to a variety of 
other disciplines and experiences, 

5* Differentiates content and instruction for 
each student/group's level of achievement. 
Comments : 



A 










2. 










3. 




















5. 











RECOMMENDED GRADE: 
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